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Welcome to the Employee Self Service Time Entry Course

To start the course, click on the Next button below
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This course provides you with the terms, concepts, knowledge,
and skills associated with using the Employee Self Service (ESS)
portal, or website.

Upon completion of this course, you should be able to:

@ Log on and navigate to ESS, part of the BEACON portal
@ Record and review time

@ view time statements

@ Display your quota overview

@ Generate leave requests

@ Find resources to help you work with ESS

If applicable to your job, you should also be able to:

@ Assign charge object numbers to your hours
@ Report premium pay hours

<<BACK NEXT>>
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Before You Begin

This self-paced course includes interactive elements that contribute to your knowledge
acquisition. These elements can include:

. Knowledge checks
. Interactive activities

Pages with interactions include a mouse icon @ to identify an interaction on the page.
Instructions appear next to the icon that tell you what action to take.

This course has been optimized for the Internet Explorer (IE) browser and a screen
resolution of 1024 by 768. Refer to the BEACON Library for instructions on how to
change your monitor settings. For the best learning experience, verify that you are
viewing this course in IE 6 or above at 1024 by 768 screen resolution. Additionally,
the best way to view this course is in full screen mode. Increase your browser
window to full screen size if it is not already by using the F11 key on your keyboard.
Press the F11 key again to return to regular view for printing or other standard
functions. If your F11 key does not function this way, go to View on the IE tool bar
and select Full Screen. To get back to regular view, move your mouse pointer to the
top of the screen until the top of the browser window reappears and select the
restore icon at the top right of the browser window.

In this section, you should learn more about these interactive elements.

<<BACK ’ NEXT>>
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The knowledge check screen is a quick quiz that
helps reinforce the key points you have just
learned.

When you answer a knowledge check question,
you receive immediate feedback (and the correct
answer if you picked the wrong response).

Knowledge checks are not graded or scored; they
serve only to provide you with a self-assessment.

<<BACK NEXT>>
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It is recommended that you complete the lesson in
the order in which they are listed on the menu
page because each module builds upon
information that has been previously presented.

It is recommended that you plan on taking the
training when you will have minimal interruptions
and a quiet environment. Often, first thing in the
morning or lunchtime are quiet times. Other
learners prefer to take the training after hours. You
can choose to access the training from your home
PC.

You're ready to begin!

’ <<BACK ’ NEXT>>
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Course’Lessons

The Time Entry course is divided into the following lessons:

Lesson 1: My Time Sheets
Lesson 2: My Time Statements

Lesson 3: My Leave Requests

Lesson 4: Frequently Asked Questions

Lesson 5: Finding Help

Optional Lessons:

Lesson 6: Assigning Charge Object numbers to Hours

For employees paid through special funds,
grants, or programs.

Lesson 7: Reporting Premium Pay Hours

For employees paid at higher shift or holiday

rates.
To access a specific lesson, click on its button, otherwise,
click the Next button below to begin Lesson 1.

<<BACK NEXT>>
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Lesson 1:"My Time Sheets

When you complete the My Time Sheets lesson, you should be able
to:

. Log on to the BEACON portal, find Employee Self Service
(ESS), and My Working Time

. Record working time
. Review, save and release your time sheet for approval

<<BACK NEXT>>
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ESS is part of the BEACON Portal.

ESS is where you can perform your own SuleliLinks
administrative tasks regarding benefits, pay, B Ve c
personal data, timekeeping, and finding O oo —
employee contact information. V. _Seclili i
NS
= News of Interest P <
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My-Time Sheets

One of the features of ESS that you will use
regularly is My Working Time.

Using this feature, you can:

. submit your time for approval

. request leave and other types of
absences

. obtain time-related forms

. view your working times, absence
times, bonuses, and time accounts

<<BACK ’ NEXT>>
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Time Entry Groupings

All employees impacted by the BEACON Program will be
categorized into one of three time entry groupings.

| .
by = T ‘B
If you are uncertain which time entry policy your agency is using, "?.\ . T\ . f;‘ &
see your manager or your HR representative. ' '
Positive time / Actual pay: This means the employee must record '
all hours, including hours worked and leave. Failure to record time B=17
will result in the employee not being paid. —
Positive time / Exception pay: This means the employee must E
enter all of his time worked, as well as any absence or leave time
used. The employee will continue to receive pay and accrue Nisiia o Ty Enrlloyess: Al (Cmaeny
balances normally unless exceptions are entered into the system. employees, regardless of what agency that employee
Employees may record their time and absences using ESS. a works for will be Positive time/Actual pay. It is important
. e - . ! to be aware that all temporary employees must enter time
paper timesheet, or an agency-specific time interface. All in order to receive payment.

employees that are subject to FLSA fall into this category.

Negative time: An employee must only record variations from his
normal schedule, such as leave taken.

’ <<BACK ’ NEXT>>
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My Time Sheets

How do | find “My Working Time” in ESS?

You would log onto the BEACON portal using
your NCID log-on ID and password:

https://MyBeacon.nc.gov

NOTE: When you log in for the first time you will be
required to validate your NCID with your Social Security
Number and Date of Birth info.

The BEACON home page displays

’ <<BACK ’ NEXT>>
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My-Time Sheets

You would then click the My Data (ESS) tab.

Welcome oo,

INTEGRITY

EEERIREY North Carolina
Office of the State Controller

’ <<BACK ’ NEXT>>
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Reporting Premium Pay Hours

B North Carolina

Office of the State Controller

The Overview page would display.

Employee Self-Service appicatons provide North Carclna State employees with casy access to nformation and services. This poge gives an avervew of
ke entire offering

You would click the My Working

T| me tab Uy Erploves Search 5 rl.h' Wioring Time:
: Search for NG State employess. fnd base informaten SR i g tmes, plaa your ledve, 8nd daplay

aboul coleagues and thair postion in the State yous tme data
And then click the My Working Time Guick Links Cluick Links
i Yibo's ¥ho Begord Wypeing Tune
link.
by Benefis My Parw
Diaplay 1he DIARS N wheth ybu &he cuffently enroled; anrol Display your pay SIALEMEn! OF your 15181 COMPERSAtGN
in new bene® plang during the State’s annual enrpliment statement

Pefos 6CCe3s Slate Mealth Pisa forma

! Ay Peryonl Daln
- -- ‘ Manage your sddresses, dinect deposit. and information

about famdy membery and dependents
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Next, the My Working Time page
would display.

Note the My Time Sheets section.

Time Entry
[ lessonl ]
| Ly Whorkarsy Tirse
“”ms“r“r- weicome to me My Working Time worksen

V0w £80 PRCON] iar wisring e Rerw.
Vow have recorded sdecsale merieng imes o ol workdeyy 53 8 URT0S007
Vour recsied s have baen BpRreend up 18 BRIRDNNT

My Time Statemnents
L Stpemest
DBy Ut WD Tres BIENCE TRES DOMASS BT e ICCOUTE
Tew Sopigmet far 3 Chogen Fergg
Dasay yout worir] iFes sieerce med. bocwses 85 bre sccownts for o porest o f yowr
e
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My Time Sheets

In the My Working Time page, under the My Time Sheets heading, you would be able to see your
time sheet status. This tells you your most recently recorded time and approvals and if you have time
sheets that have not yet been released (submitted).

View this information regularly so that you don’t fall behind in maintaining your time sheets.

My Working Time

= 1 .

> '? My Time Sheets

R/ Recora Werkng T

Wimns mmm pmen e sama s s S hass

Y'ou have recorded adequate working trmes for al workdays up to 091072007
Wour recorded times have been approved up to OSMQZ00T,

Samage Vnrknn Tenes MNata

Here you Can relsass your wWorkng time 10 your manager
There are 1 reconded times that you have not yet relsasad

IMPORTANT NOTE:
Be sure to enter your time at the end of each work week
to help ensure that your leave balances are current in the system.

’ <<BACK ’ NEXT>>
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My Time Sheets Lesson1
| Beeee roring Teme i
]
| My Working Time | | [ =
b Edt  Review o Save
f me ets
| | Eecord Vering Trne | s Comnaee P Shew wiariaed
tine here 1
Wou have recorded adequale workng bmes for all workdays up fo DRI0Z00T. 4 Sepsesber 267 -
Your recorded tmes have been approved up io 08102007, -IIII--III .--ﬂIII- -
| .
- G
| ol
- |
- -

When you click Record Working Time under the My Time
Sheets heading, the Record Working Time page displays.

This is your time sheet

<<BACK NEXT>>
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All'about the Time Sheet
s
= | _ _
= Edit Review and Save Complete The top of the Record Working Time page shows
r . ,mﬂlﬁ = B a progress chart, similar to others within ESS.

= e Coengar b e iaries

The small blue up and down arrows within the Edit
box (below) indicate there are sub-tasks within that
step.

gy

Edit

’ <<BACK ’ NEXT>>
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v s oo P ] __ [PShow Calendsr % He Worldat
S— T Lwrmm--lmnmmwum In ESS, if you were to click the Show Worklist link

PR L b before you enter your time, you will see a message,
Your worklist does not contain any data.

If you do not see that message, you are an employee
who regularly charges time against charge object
numbers, and later, you need to complete Lesson 5 of
this course which explains the procedure you need to
follow.

AR IR IR

naoocooakd
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All"aboutthe Time Sheet

To display the calendar in ESS, click Show ¥ Hige Calendar P Showe Worklist
Calendar. It automatically displays your time
that has been identified as: 4 August 2007 September 2007 October 2007 ¥
Su Mo Tu/We Th FrSa. EEEEWEE 5 Mo Tul We Th| [Fr Sa
rejected B _,-_-12_3-: | E | 1| @lz|1|2|3(4|5]8s
: Bsls 245375_ Bll 7 (s [5]w0]11]12]13)
_ not released B8 1223 1e[181e]17 18] [BE o [1011]12[13[1a[18| [Bl1s[18[10]47]18]18]20
. B4 19|20 2! |2z|z2 [ @ll2s| [BEl1e[17[1819]20|21|22| MElz1 22|23 24| 25 26 27|
. excess time recorded [B8l 20|27 282830 (31| 1 | [BBlz3|z<(25]26|27 |28 28| [Ml2s|zs|s0a1] 1 [z ]
B - f". | EIENE :.':--_ﬁ'. :
The time displays according to the color key
described on the next page. B Reiocie | ot Relessed [ Exouss Tima Recorses

<<BACK ’ NEXT>>
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All'about the Time Sheet

| . Rejected Mot Released Exoess Time Recorded |

Term: What it means:

It usually means that the person who approved your time reviewed it and decided not to
Rejected approve it. You should contact your time approver or time administrator for clarification
when time is rejected.

Although you may have entered the time on your time sheet, you did not yet actually

Not Released - T

submit it for approval (known as releasing it).

You recorded time that was more than the amount of time that you are normally scheduled

Excess Time Recorded to work. If you need to clear the extra hours with your supervisor, do so as soon as
possible, but this warning will not prevent your time from being processed in the system.

’ <<BACK ’ NEXT>>
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All"aboutthe Time Sheet

Time sheets for any week could be viewed by
clicking in the calendar on the week you want to
view. The time sheet would display below the
calendar.

By clicking the left and right arrows, you could
view time sheets for other months.

e ey e
| B! e L 1
| = »
Edit Revew 8o Save
Cctabar 2007 Hovemoer 3007 [ |
R [ 5 B Mg T e TR B
4 0= 8 . 1.2 3
Msicicivininina
~ e
Ul EED £
| EREIEETIENE
-
=

weekkom [][110007 03 e [1inbaeeT Y

| ARabe. troe. Premium ro.

Act
o
o
a
a
a
a9

NEIRIEREIN

FEEEEE
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All'about the Time Sheet

You would use this part of the My Working Time page to enter your time.

D=

Week from [4][11/4/2007 to [11M0/2007 [ (]

What do the terms Att./abs. type, Premium no.,
Plan and Act mean? Follow the instructions
on the next page to find out.

4
I:p- o
e iy Ry =)

Delete Row | [ Save as Template | | Refresh

<<BACK ’ NEXT>>
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All'about the Time Sheet

D=

Week from  [{][11/2/2007 to [1nozoor @[]

Total  SU,11/04 MO, 11005 TU, 11006 WE, 11007 TH, 11008 FR, 1103 SA, 1110
40 8 8 8 ] 8

- | |
Click on each of the orange boxes below to see what the term means.

Act means the actual number of hours that you worked.

<<BACK ’ NEXT>>
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All'about the Time Sheet

Click on the numbers below to learn more about the ESS Time Sheet.

Week from [([11742007 [ to [11702007 [ []

Delete Ruw| | Save asTemplate| | Refresh |

This space is where you enter your hours. If you have different
attendance/absence reasons in one week, you will be entering hours
on different rows.

<<BACK NEXT>>
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My-Time Sheets
Click on each of the buttons below to learn about how they work.

C

Weekly View

week from [4][10/21/2007 to [1ozrzoor @[]

Att/abs. type Premium no. Total  SU10/21 M
Plan 4
A

{15

Time Worked (.. =

[ gym
;
&

[
| G| | G| G

| @'i

Delete Row Save as Template ||| Refresh

Refresh - When you click the Refresh button, you update the page
with your new data. The total hours you entered will display in the
Act (Actual hours worked) row.

<<BACK NEXT>>
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Absence Codes [ lesson1l ]

When you complete your time sheet,
you must apply absence codes for the
hours you work.

The next section explains what you
need to know about absence codes.

<<BACK NEXT>>
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Absence codes [ lessonl ]

In ESS, when you click the down arrows in the Att/abs type column, a list of absence codes displays.
When you click a code, it is applied to the hours that you enter on that row.

Septemtar 007 Detaber 2007 »
1B M T W TR B T Mg T e TR Fr A 540 a T W TR P B
1[2fa]a [ 1]2|alais]n
BEBOD0OE0
0 .

bl
3
W e
e
L ]
-

[ Lemwe winout Pay {54001
] Witary Asmoe Doty (W)
itary Tranng Leave (920
Moo sem
Vi Ramete ot Back 3411)
l Sk Legve (9200

Trael Tme 1X (3418}
i Werk during Emevyg Closing (#514)
L] Wornars Comp Leave (a0}

bl L=
| O
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Absence Codes

| Additional Time VWorioed ($510) Ejf
| Admintsirative Leave ($540)

There are many absence codes that are | Adverse Wealher (5545) E

generally self-explanatory as you can see | Agverse Weather Make-up (9512

on this list. | Approved Leave (3000)
| Bereavement Leave (3580)

. | Caltack (¥516)

If you are not sure which code to use at | Cird Leave . Jury Duty (8550)

any time, talk to your manager or time | Com. Diszase ataai (3513)

sheet approver, your HR representative, or [ Fomamoasis ERses (1), .

. | Communty Sefvice Leave (§550)
call the BEACON Enterprlse Support | Community Srve.Tutoring (9565)
Team (BEST Shared SeerceS). Ecnnvrsnn.t.nrm Time (1010}

| Conversion - Camp Time (1020)

| Educational Leave (9570)
When you work regular normal hours, use [——"

the Time Worked code. Leave wihaut Pay (5400)
| Kilitary Acive Duty (3530)
;J.maq.' Traning Leave (3520)
| On-Cat (9517
| Remote Cal Back (9511)
Sick Leave {5200)
| Time Vioried (3500)
| Travel Time 1X.(8515)
| Work durng Emerg Clasing (9514)
| Worker's Camp Leave (5580) E

’ <<BACK ’ NEXT>>
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You may notice that there is no code . —
named Vacation. You would use the Addtional T Worked @s10) L=l
Approved Leave (9000) code for your (AN Lo |:
. . Adverse Weather (9545)
vacation time. Adverse Weather Make-up (9512)

| Epproved Leave (5000)

Vacation is one of the seven quotas that THereavement Teave (o8

can be deducted from time earned | calback (3s18)

using the Approved Leave (9000) code. Civil Leave - Jury Duty (3550} i
Comm. Disease Make-up (9513) i

You are also responsible for reporting £omminicabia NEsaRa Q54T L%

holiday time (Holiday Leave, 9300) on

your time sheet. Note: When you take a leave, the system will automatically deduct

leave balances in the following order: Holiday Compensatory Leave,
Compensatory Leave, On-call Compensatory Leave, Travel Time
Compensatory Leave, Vacation Leave, Bonus Leave, Advanced
Vacation Leave (if approved).

More information about quotas and
leaves is in Lesson 3, My Leave
Requests.

<<BACK NEXT>>
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Sample Time Sheets

A typical example of a completed time sheet might look like the one below. The
employee worked a straight 40-hour week. He used the correct Attendance/Absence
code: Time Worked (9500).

Weekly View I

o Er
'S
=]
ol
o
o
o
o

Time Worked (.. ¥

QOO0 R0

[ Delete Row | [ Save as T | [ Retresn |
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Here is an example of a completed and refreshed time sheet with various leave types recorded.

. Home | Menu | Exit Time Entry

makhy Wisw

Week from

Holday Leave

Approved Lea.,
Tirme Worked [,
Sick Leave (92
Civil Leave - Ju.
Agverse Weal.

-
~
i
—
— o
1
1
-

Rnw SavsuTﬂaI asn

[ Frevious Sieg | [Cancel]

[@[io212007 R to (10272007 0] [Go]

“|

Explanation of hours:

The employee was out on Monday
because of a holiday. Then he took a
vacation day (identified as Approved
Leave) on Tuesday. He worked 4.5 hours
on Wednesday and became sick in the
afternoon and so took 3.5 hours of sick
leave.

]

& He didn’t work the next day because he
was called for jury duty.

On Friday, the State declared an Adverse
Weather event due to a hurricane, so he
reported 8 hours for that.

<<BACK NEXT>>
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Note: If you work extra hours, your hours will be
automatically calculated as overtime or comp time as
appropriate, and you do not have to identify them as
overtime in any way on your time sheet. You simply
report the hours along with any other hours you record
under the Time Worked code.

There is no separate code for extra work hours. The
system will also calculate any Premium Pay or other
special pay if applicable, so do not use the Premium
field to identify any overtime you have worked.

<<BACK NEXT>>
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Recording and Releasing Your Time Sheet

In this exercise, you will record and release (submit) your time sheet for approval.
Assume you have entered your hours and pressed Refresh to display your total
hours worked. You are in Step 1 (Edit).

Tume Wiorked |

<<BACK NEXT>>
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Recording and Releasing Your Time Sheet [ Lesson1 |

You are now in Step 2, Review and Save.

Record Working Time

Edit Review and Save Completed

Check your entries before saving.

Date Aft fabs. type Premium no.  Cell content  Additional info

102272007 | Time Worked 3
1072312007 Time Worked 8
102412007 Time Waorked 8

102502007 Time Wi F
10262007  _ Time w@ P

save]
|

<<BACK ’ NEXT>>
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Recording and Releasing Your Time Sheet
| Record Working Time |
You are now in Step 3 (Completed) of , - -
the recording process. a5 12 -
Edit Review Completed
You have completed the recording of
your hours. [ vour dats has been saved
You still need to release (submit) your VWhat do you want to do next?

Record Additipnal Working Times

time sheet for approval. G0 1 1 Wikt The honsess
E L h

When you release your time sheet,
your manager will receive notice that
your time sheet is ready for approval.

1072272007 Time Worked

2

102372007 Time Worked 8
10242007 I Time Worked 8
1002572007 I Time Worked a2

| 1072672007 | Time Viorked 8

<<BACK NEXT>>
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Recording and Releasing ime Sheet
Release Working Time
There may be times when you will only want —{1] [z} {3}—=
to submit (release) part of the week for Choose  Review and Save 4

approval.

Most people will usually want to submit the
entire week at once.

Select the working times you want to release and choose Continue.

NOTE: If you submit your time, but wish to change it, you
can make changes before the time sheet is approved. If
your time sheet has been approved, you will need to

10H1 52007

contact your Time Administrator to make changes. 2
10162007 - 8

101772007 et 8

1011872007 - 8

g

@ Directions: Using your mouse,
click the Save button.

’ <<BACK ’ NEXT>>
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Recording and Releasing Your Time Sheet

The rows turn color when selected.

10482007 | Workad (9500) |

@ Directions: Using your mouse,
click the Save button.

<<BACK NEXT>>
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Recording and Releasing Your Time Sheet

Review your hours that you are
releasing and click the Save
button.

Directions: Using your mouse,
click the Save button.

Release Working Time

1011872007 Time VWorked (9500)
1Prwhus§lep]|l5m | [Ext]

P—n Il 2} [3]—=
Choose Review and Save -

Check the selected working times and release them.

10/15/2007 Time Worked (9500) 8
101672007 | Time Worked (9500) | g |
1017/2007 | Time Worked (9500) | 8
101872007 | Time Worked (9500) 8

8

’ <<BACK ’ NEXT>>
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Recording and Releasing Your Time sheet
Release Working Time |
[ [2l —
3 L1| 2] |:}——H
Completed

. [ You have successfully released your working times
You are now in Step 3, Completed, and you
What do you want to do next?

have completed the process of releasing ot
Belease Additional Working Times

your time sheet. Ga to My Working Time homepage
Go to Emploves Self.Services homepags

You would now have the option of releasing
additional working time if you needed to,
going elsewhere in ESS, or logging off and
closing your windows.

Dab | Attiobs.type
101157200 Time Worked (9500)

1011612007 Time Worked (3500)
10/17/2007 | Time Worked (9500)
10/18/2007 | Time Worked (9500) |
10/18/2007 | Time Worked (3500)

<<BACK NEXT>>
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Recording and Releasing Your Time sheet

In the last example, there were no errors on the employee’s timesheet. This
may not always be the case. After entering and reviewing your hours, the
system displays any warnings and errors that may affect your timesheet

processing.

Yellow warning messages are informational only and will not stop
&- your time from being saved or released.

Red messages indicate critical errors that must be fixed before your
time can be saved.

Time Entry

<<BACK ’ NEXT>>
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Time Entry

Recording and Releasing Your Time sheet

In this example, the employee’s planned
hours are Monday-Friday, eight hours per
day. The employee actually worked ten hours
on Monday, eight hours on Tuesday, eleven
hours on Wednesday, and took two days of
leave on Thursday and Friday.

However, instead of entering the Att./abs. type
for her leave as Approved Leave, she
accidentally entered Holiday Leave. After
entering her time and clicking the Review
button, these warning and error messages
displayed.

The system highlights the critical errors in
red. In this case, the employee did not have
enough holiday leave hours to use on Friday,
5/23. This error must be fixed before her time
can be saved.

l Record Working Time

-

Edit Review and Save Completed

1] Net encugh guota 40 for aendance/abzence 9300 on 0572272008 for personnel no. 00532844

D Errenecus records exist. Navigation & not possivie

P Show Calendar W Show Workiist

Weekly View FIETT | |

week from [4[5rnazo0s |0 to 5242008 E[2)

Plan 40 | L-B & g8 B B
At 45! 10 2 11 g 8
= | L R F =
o e — | — P—— -
]_'( Holday Leave... *| [T 16 | & & j

’ <<BACK ’ NEXT>>
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Recording and Releasing Your Time sheet

After correcting the Att./abs. type
and clicking the review button, the
error messages are gone but these
warning messages display.

Remember, warning messages are
informational only. In this case, the
system is warning the employee that
the hours entered on Monday and
Wednesday exceed her planned
working hours.

The employee could now change the
hours if entered in error or save her
timesheet if correctly recorded.

Time Entry
[ lesson1 ]

My Data (ESS)

verview | Wy Employee Search | My Working Time | My Benefts | My Pay | My Personal Data

|| Recora working Time

Review and Save Completed

£ DS£21/2008: Number of hours recorded 11.00 exceeds target hours 8.00

& 05H12008: Humber of hours recorded 10.00 exceeds target hours 5.00

Check your entries before saving.

| [Premiamno.| celconent | Adaonaiinto

05192008 | 10 05/18/2008; Number of hours recorded 10.00 exceeds target hours 8,00

| 0512012008 Time Worked ’ 20| '
08/21/2008 Time Worked 11 | D5/21/2008: Number of hours recorded 11.00 exceeds target hours £.00
052272008 Appreved Leave 5 g | B

l muua Approved Leave | B8

[ Previous step| [[Save|

<<BACK NEXT>>
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Recording and Releasing Your Time Sheet

Employees should now update and release their

time at the end of every week. Bedoao il

/: X 7
Some people prefer to record their hours every \y/ ¥ Diee e

: ¢ K Record Working Timg
day instead of once a week. *You can record your working time here.

“'ou have recorded adeguate working times for all workdays up to 0%/1 1722007

Another way to release hours is by going to the S I S tome e 08/11/2007.
My Working Time home page and clicking the e LA
Release Working Time Data link. ' - - ~ —

<<BACK NEXT>>
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Recording and Releasing Your Time Sheet

| My Working Time

N
. . > R My Time Sheets
The My Time Sheets area on the My Working \vf : e
Time home page also gives you a status of your YYou can record your working time here.
time sheets. “fou have recorded adequate working times for all workdays up to 09/1 172007
Your recorded times have been approved up to 0901172007,
. . . . Workmg T T
It will tell you if you have a time sheet to release or if | ety T Uae ek
. Ll La -
it has already been released. : . - "
Sample status message:
Releasze Working Time Data

ou have releazed all your recorded times.

<<BACK NEXT>>
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The Time Management Settings that are listed on the
Time Statement as Position Settings determine an
employee’s eligibility for Shift Premium pay. The work
schedule is used to determine the employee's regular
work schedule. For example, an employee who is
eligible and on a shift other than a day shift, would earn
premium pay for all hours recorded on that day.

Premium codes are the exception and allow employees
to reflect work that should be paid at the shift rate,
based on the agency's rules.

For more information, see Lesson 7, Reporting
Premium Pay Hours , consult the State Personnel
Manual available online at
http://www.osp.state.nc.us/manuals, and consult your
agency HR department.

<<BACK NEXT>>
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My Time Sheets

Note: When you have finished using ESS, you should always log off or close your windows.

’ <<BACK ’ NEXT>>
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Time Entry
Knowledge Check

Generally, which absence/attendance code would you
use for normal working hours?

[] Approved Time Off
[] Administrative Leave

[ Civil Leave - Jury Duty

|:| Time Worked

Submit Reset

’ <<BACK ’ NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es210/lessons/mtsh/mtsh039.html



BEACON Web-Based Training

S e
@ bracon

ESEEES North Carolina

Office of the ‘|":|||: Controller

. Home | Menu | Exit Time Entry
Knowledge Check

There are two main tasks in processing a time sheet that an
employee must complete when using the My Working Time
feature in ESS.

The two main tasks are (choose one):

|:| Record hours and then release hours for approval

|:| Record hours and then print hours for your personal records

|:| Identify codes and then record hours in hard copy

[ Log in to ESS and print hours

Submit Reset

<<BACK NEXT>>
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Lesson 1

You have completed the My Time Sheets lesson. You
should now be able to:

. Log on to the BEACON portal, find Employee Self
Service (ESS), and My Working Time.

. Record working time

. Review, save, and release your time sheet for
approval

Click Next to go to Lesson 2, My Time Statements.

’ <<BACK ’ NEXT>>
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Lesson 2:"My Time Statements

When you complete the My Time Statements lesson,
you should be able to:

. Go to the My Time Statements section of ESS
. View time statements
. View time statements for a chosen period

<<BACK NEXT>>
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[ lesson2 ]

To access Time Statements, you would log in to ESS,
click the My Working Time tab and then the My Working Time link.

QEENERY North Carolina
Office of the State Controller

Empieyee Seit-Service applcabons prevee Nerm Corping State empisytes Wit cosy SC0HS 10 Piormation and services. This cage phves 42 pvervew of
he enire 0fferng

Emen, ple your leave. 809 Saplay

iy Erpleyves Sesreh
E Seereh bt NC St esgioyees. fnd tass nlarsatan
¥eoud coleagies 500 e Soplon n the St

Qusck Linky

Caziay your pay stabemend of your Iotal compensabon
siaiement

ity Penafity

Duplay the plass in wiaih you afe Curreally enntled, enrol
i ngw bene it plans. durng (fe Stale's menual enrclment
percds. access Stale Healh Man forme

' My Pecyonnl Dnda
& I i Manage your B3Sresats. Srect Seposl and A hermaton

o0 famiy memGers 8°d deperdenty
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My Time Statements

| My Working Time

I
g Hl My Time Sheets
Y Record Viieriong Tire

You can recerd your working time here

weicome to the My Working Time
workset!

You have reconded adequabe working times for all workdays up o

OR0200T.

Wour recorded times hove bean approved ug to 0B 0R007

Reteage Werking Teme Cots

Here you CaN Melease YOUr working teme 10 your manages
There are 3 rechioed bmes that you have nol yet reieased

My Leave Requosts
Leave Regwes
Reques! iwave and ciher types of absences
Quatn Oversiey
Display your leave balance(s)
State of North Carodina Leave Forms
Valmtary Shared | eave Spsiealen o
Yolniary Shyred Leave Dengr Foem
&dyance Leave Foqm

[ My Time Stateme v

Time Statement

Dasplay your working times, sbsence tmes, bonuses, and time

aTcounts
A P ey P

Dmplay your workng times, absence tmes, bonuses, and fme

accounts fior 8 perind of your choice

’ <<BACK ’ NEXT>>
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My Time Statements

biEﬂCONh Beacon Time Statement e
The Time Statement page would display. North Carolina ANt b 2007
Office ol the Siate Cartroller N
Personal | Organizstional Data
Pty annedl tigmias | 1ERATEH [ayy Carer faT
) R [Name Ban INTIE-4T00-ACOS-B-B1-1 [Wark Gctedule DB 1 bE %
The time statement pro\“des a Summary Of - Ly Batarcamany Agant [—_— T ——
. . i . (eJFALTLT R E Dizancn 0V~ BEgssah Eng Sub Godus Bl FT §-ELSADT Fyrm
your time in a specified period. atcannet arey  lyencrume Contrat £ Puse satee haony o sarviee
[Suh Arun ACES ml'r Norin
Reported Hours
[T e oo comart Hew [W e Acporant Hrs
R ) ; ) [Wers Heurs 138 68 |Abditions Haurs @0
You could view information about your working roid Lames Truen 00 [issus wmsun Py 200
hours, absence times, and time accounts. calculated Hours
[Ti et Accowrt HE [N Acoeunt Hrs
Fogalar Tima 138 88 |Ewening Pramium & aa
4 meght Dn rtiomn B0 |eght Premium a00
Tuns & ot Gwariems 00 [Weskens premium san
[ ida s Pramium L]
NOTE: If you are viewing previous time statements, :::::‘:_ Sntement e e — T e e e e
please note that the leave quotas are always current. Rty Luaad Iy e FT) Y 500 0 o
They system will not display actual quotas from past R Fye e ait Y Bt P e
penOdS' Helitay lenve o o .00 L X & 00 o0 [ X
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My Time Statements

.' Dizplay More Time Statement5|
| [4_ Previous Time Statement | | Next Time Statement ¥
G VTR S |
) _ =58 8% sen~. H
To display time statements from ]
other time periods, you would click BN Peecon Tina Sustmane —_—
the Previous Time Statement and i <
Next Time Statement arrows at the T p—
top of the time statement page. o f e
= I ] = 1
| =—— | YT P | |
| —r— | [ S —— 1 ams |
Caliwlared Hewry
Jumsene Rommasannt . : * r : -

’ <<BACK ’ NEXT>>
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Knowledge Check

True or False
In the Time Statement area of ESS (Employee Self Service), you can

view such information as your working hours, absence times, and time
accounts.

|:| True
[] False

Submit Reset

’ <<BACK ’ NEXT>>
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Lesson 2

You have completed the My Time Statements lesson.

You should now be able to:

. Go to the My Time Statements section of ESS
. View time statements
. View time statements for a chosen period

Click Next to go to Lesson 3, My Leave Requests.

<<BACK NEXT>>
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. Home | Menu | Exit

Time Entry
Lesson 3" My Leave Requests

When you complete the My Leave Requests lesson, you
should be able to:

. Go to the My Leave Requests section of ESS

. Display your quota overview

. Generate leave requests

. Find and print State of North Carolina Leave forms

’ <<BACK ’ NEXT>>
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[ lesson3 ]

To access My Leave Requests, you would log in to ESS,
click the My Working Time tab and then the My Working Time link.

QEENERY North Carolina
Office of the State Controller

Empieyee Seit-Service applcabons prevee Nerm Corping State empisytes Wit cosy SC0HS 10 Piormation and services. This cage phves 42 pvervew of
he enire 0fferng

E Seereh bt NC St esgioyees. fnd tass nlarsatan
B304 Colmagrs 80 T SoRECn 1 the St

Guck Linky
Hibn Yiho

Brasiny e placs n whih you ace curesty enrsled, enrol RN Daoiny your pay stabement of your Ioll compensaton

i ngw bene it plans. durng (fe Stale's menual enrclment sintement
perods. access Siate Healh Pan forms

' My Pecyonnl Dnda
& I [ Manage your B3Sresats. Srect Seposl and A hermaton

abodd famidy members 85 deperdents
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Quota Overview

The My Working Time page would
display.

To see how much leave time that you
have available, you would click Quota
Overview in the My Leave Requests
section.

| iy Working Time

1 My Time Sheets
1 iscord Werking Time

Werd SBR RS Yo Worg e here
¥ibu hAve nirted BISTURE wWerkeg e S Al winulays w8
e

Vour reconded trmes Nave BESA Bppnived w8 00162007
Baars Vioring Tes Data

Here you Can neiease you! warking fme by yoer manager

Thare wrw W rerocried fimes that v have not yot elaased

_ﬁ; |.-D!|'ﬂ RBM

heat Regueal
[

Quegia Crisreey |
ety po e i 4
Saate of liorth Canclina Leave Forms

| Asvance Leave
Wy Time Statemants
Tiew St fif
Dagiay your wOorong hmes aS8ence tmes, DOSuBon, 843 e
stovars

Tme Slpiement ipc g Choses Povied
Dagiay i W oRag ek, BAIEADE BeE, biSui, B4d e
BELEE TR B DO BT yOu EADe

http://www.beacon.nc.gov/training/wbt/course/es210/lessons/mlr/mIr005.html
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The Quota Overview page would display and show what leave time you
are entitled to and the number of hours of leave time you have remaining.

Quota Overview

Enttlement Type: [All Types

Vacation Leave

[=]

Displa

Time Account mmmmM'm|
1

Sick Leave

Holiday Comp Time 21172007
Travel Compensatory Time | 2M1/2007
Holday Leave

Bonus Leave 272007
Community Service Leave

1213172007
123172007

121312007

96.00 Hours
0.00 Hours
0.00 Hours
8.00 Hours
0.00 Hours

&8.00 Hours

0.00 Hours |

0.00 Hours
8.00 Hours
0.00 Hours

744.00 Hours 744.00 Hours '

Entitlement: number of hours accrued by the employee

Remainder: current balance available

NOTES:

This employee has used 8 hours sick leave but has not taken any vacation leave.
Contact your Time Administrator to reconcile balances for past dates.

<<BACK NEXT>>
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Time Entry
Quota Overview

To narrow the display to a specific leave type,

you would click the down arrow to select the Entitlement Type: [All Types I~ [ Display |
Entitlement Type from the drop-down list and [ e | . o  Remainder

click the Display button.

Vacation Leave 93.96 Hours 53.96 Hours

. Sick Leave 96.00 Hours 88.00 Hours
fote: The Leave balances are noLQeAUCIed | vomycorpTme | 29ze07 | aaoor | osonans | osomas
deductions are made after the absence is Travel Compensatory Time | 2M/2007 1273172007 0.00 Hours 0.00 Hours
entered on the time sheet, approved, and fully I e deriile || HeoliTe
processed. Bonus Leave 2172007 12/31/2007 0.00 Hours 0.00 Hours

Community Service Leave 744.00 Hours | 744.00 Hours

’ <<BACK ’ NEXT>>
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Knowledge Check

True or False

The moment you submit a Leave Request, the leave is deducted from
your quota and is reflected in your Quota Overview page.

|:| True
[] False

Submit Reset

<<BACK ’ NEXT>>
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My Leave Requests

You have learned how to display a Quota Overview.

Next, you will learn about the Leave Request form and how to request a leave, such as vacation time.

<<BACK NEXT>>
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My Leave Requests

If you have earned some types of compensatory leave, the
compensatory time will be used first, before Vacation Leave.

When you take leave, the system willautomatically deduct
from your leave quota in the following order:

. Holiday Compensatory Leave

. Compensatory Leave

. On-call Compensatory Leave

. Travel Time Compensatory Leave

. Vacation Leave

. Bonus Leave

. Advanced Vacation Leave (if approved)

’ <<BACK ’ NEXT>>
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| My Vorking Time r‘i‘;

| P ,‘J
> R My Time Sheets
e 1
i Btcots Vierng Tems Weicome tothe My Working Time
You can record yous working time here
You have necorded adequate working times for al workdays up fo “m“u

Go to the My Working Time 081072007

Wour recorded fimes have been approved up fo CBNOZ007

home page. Reloase Working Teme Dot
Here you CAN Felease your working trme 10 yiur manager
Thers are 3 rechioed mes hat vol Rave nol vet reieassd

To request a leave:

In the My Leave Requests
My | save Renuests

section, you would click Leave Forry |

Request. riee s UMY Y588 of ab3encen
Susla Diegremyy

Display your eave balance(s)

State of North Caroling Leave Forms
Wpkmtary Shared Legye Spsiegban From
Molnlare Shared Legve Donge Form

ad 22

SERANCR LA B BT

Wy Time Satements
Tine Statement
Daplay your working times, sbsence tmes, bonuses, and time
accounts.
Teme Stslement for s Chosen Peripg
Dmplay your workng times, sbsence tmes, bonuses, and tme
accounts for & period of your choice.
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Exploring the Leave Request screen [ Lesson3 |

! Leave Request

The Leave Request page would display, ’ 1] | [3]—=
showing a leave request section as well as links Display and Edit  Review and Send

to calendars and other information. -
| p_ﬂmw Team Calendar ) Show Caendar "Stn-.l.- Time &ccounts. ’ﬂ.q w Overvew of Leave
|

| To request or report leave, enter the required data and choose Review.

| TypeofLeave:  [Approved Leave =2

| Date [1or22007 |3 To [10262007 B3
! Duration: ~ 0]Hours

‘ Bpprover. [ [w)

| Wote for Approver.

| Cancal

’ <<BACK ’ NEXT>>
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Exploring the Leave Request screen
Leave Request
{1l = [}

Display and Edit  Revew and Send

In ESS, when you click Show Team
Calendar, the Team Calendar displays.

Fsnow Caienger K Snow Time Accounts B Show Owarview of Leaye

=
¥ =now Tegm Caiengg!

It displays your team members'
scheduled absences and pending leave

requests.

007 enater
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Exploring the Leave Request screen [ Lesson3 |

This calendar highlights, in deep pink, pink, and blue, your time that has been
identified as rejected, not released, and as excess time recorded.

Leave Request
When you click . ey B =
Show Calendar, - _ _ a
i Dizplay and Edit Review and Send Completed
a regular calendar
displaYS. P show Team Cﬂhndi‘ll—r\} Show Calendar | P Show Time Accounts P Show Overview of Leave

uired data and choose Review.

-
=l52007 |39
1 QOctober 2007 November 2007 December 2007 »
HHIIII ThiFe|Sa s Mo |Tu iWe Th [Fr Sa Su Mo Tu We Th [Fr|Sa
40 _1_1254_?!5_ Blzs|zs20(31]1 (23| [Elzsl2e]27|2s]23]30] 1 i
| HBEREER BB BB i =1
nu_w!‘JuEm_‘ls-_zn_ {88 11|12]13|15|15[18 (17| B = [10]11]12[123 14]15 pre [=]
[#821|22|2324(25(2¢ (27| [MHll1s(19]20(21(22(22(24| |BHl|1e[17]18]19 2021 22| Ing
Blze(20(20(21 1 [2]2]| MEl2s]2e]27(28(20(a0] 1| [EE23]24]25]28]27]2s]20]
OO0k Bizlz(<olol7[c] MM20st[1[z[3]]2 ;
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Exploring the Leave Request screen
Leave Request
m -

I 1
[
Review and Send

Dizplay and Edit
. . s - -
B Show Team Calendar P Show Calendar | P Show Time &ccounts | P Show Overview of Leave
|

When you click Show Time

Accounts, a report of your available
and remaining leave hours displays.
It displays the same information as To request of report I=- Iiwiew
that in your Quota Overview. Typeo! |
III.
r’_E'fr- Team Caknosr ' Sho v Calendsr = Hie Time Accounty ’ Shiny Qvergtnw 0f Leave I|
Wacaton Leave 43 98 Mours 2198 Mours. | E[
Bk Leave 06 00 Howf. 96,00 Hours | [L‘I
Mobday Comp Time 22007 12312007 0,09 Hours 0.00 Hours |
Traved Compensgatony Tme 22007 1207 0.5 Hours: 0.00 Hours |I
Holday Leave 8,00 Hours. 8.00 Hours .
Bonus Leave 2ne2oT 12212007 0.00 Hours. 0.00 Hours
T 00 Howrs Téd D0 Hours:
|

Community Service Leave
Ta request or report leave, enter the required data and choose Review.
2 . |

Type of Léave: Appreved Lesve |
. . |
Do [rsamer WY To [10nsaser [ I
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Exploring the Leave Request screen Lesson 3

Leave Request
[ m— e

In ESS, when you click Show Overview of Display and Edit  Review and Send

Leave, a report of the leave requests that you :

have Submitted diSpIayS ¥ Show Team Calendar P Show Calendar W Show Time - 'w

The status of your leave request is displayed To request or Feporkis

as Sent, Approved, or Rejected. Type

In the Used COIUmn, the number of hours that W Show Team Calendar P Show Calendar P Show Tme Accounts ¥ Hide Overview of Leave

you requested as leave is displayed. R

| TypeofLeave  From To Status Used
Approved Leave | 11/52007 | 11572007 | Sent 4 Hours
Sick Leave 10/15/2007 | 10/15/2007 | Sent & Hours
Approved Leave | 10/52007 | 10/5/2007 | Sent | 2 Hours
Approved Leavs | 1022007 | 107242007 | Sent & Hours
Time Worked | 10//2007 | 10//2007 | Sent
(L1 o] ot~ =[]

To request or report leave, enter the required data and choose Review.
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Submitting a Leave Request "Lesson3 |

To submit a request, you complete the Leave Request form.

| Leave Request

Identify the type of leave D
., by selecting one from thef —

dropdown list. - Enter date and
length of the leave.

Di

| P Show Team Calendar P Show Calendar | P Show Time Accounts

To request or report leave, enter th quired data and choos e Review.

Type of Leave: Approved Leave

Date: 10222007 [ To 10/2672007 EE
Duration: [ 0]Hours
| Approver; [ [w]
| Mote for Approver: %‘

4 Ffs'.-lc.u;‘.-_“:le_:l [Review »] [Cancei]
|
|

’ <<BACK ’ NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es210/lessons/mlr/mlir018.html



(@ DEACON

- h Carolina
Oifice of the S1a1e Controller

Submitting a Leave Request

To submit a leave request, you would
click the icon in the Approver box,
and an Advanced Search page
displays. Enter the last name of
your time approver (such as your
supervisor or manager), and select
your approver’'s name from the list.
The name displays in the Approver
box.

You can enter any comments you
may have for the approver as well.

Click Review to go to the next step.
Note: Select the approver’'s name

from the list, do not type your
approver’s hame in the box.

| Home | Menu | Exit Time Entry

Lesson 3
Leave Request
[F37l = |
—il] (] | —=
Display and Edit  Review and Sena
P show Team G dar " Hide Cakendar ":hg'.\. Tine Accounts ’ﬁhgw Qs of Ledve
4 October 2007 November 2007 December 2007 B
B o Tul W Th e 54 Mo Tu We TR Fr. Sa Bu s Tu We Th Fr Ba
u_q:‘aa-ﬁnn w|ala - “ 1
B 7 s s 1 [Advanced Search
el
a2 22 7 g [Lastiame:
s i
u 5 T
I Aksant | SMITH, ALEXANDORA
SMITH, AN T0Z29e9
Tod i SMITH, JOHN 02012837
Typh of v SMITH, KATHY 01855531
Date: SMITH, KRSTIAN TOZISESS
. M"E
Hpgrever] 1 O
“NEE TEF Approver H'
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Submitting a Leave Request
Leave |
You would review the request and then click the Send button. [2] 15

Display and Edit Review and Send

You want to request the following leave:

Type of Leave: Approved Leave

Date: on Thursday, October 13, 2007
Duration: & Hours

Used: Wacation Leave, 8.00 Hours
Approver: JOHNSON, FRED

To send the leave r“_"'lm in the next processor, choese Send. You

[4 Previous Step | [ cance|

<<BACK NEXT>>
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Submitting a Leave Request

| Leave Request |

A confirmation page displays b {1] [2] [3}—=

indicating that your leave request Dsplay and Edf  Review andSend  Completed
was sent for approval.

The leave request has been sent.

Vihat do you want to do next?
Beguest Ancther Absence

Go to My Working Time homepage

Go to Employee Sell-Services homepage

You have requested the following leave:

Type of Leave: Approved Leave

Date: on Thursday, October 18, 2007
Duration: 8 Hours
Used: Wacation Leave: 8.00 Hours

Agprover. JOHWSON, FRED

<<BACK ’ NEXT>>
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Lesson 3
Leave Request
> - 3 —=
Later, you can check to see if your m E

i Display and Edit Review and Send
request was approved or rejected by

clicking the Show Overview of Leave

P Show Team Calendar P Show Calendar B~ .) Show Overview of Leave
and viewing the status.
Remember, the Used column in the /
Overview of Leave lists not what you P Show Team Calendar P Show Calendar P Show Time Accounts ¥ Hide Overview of Leave _..-"'l

f
actually used, but what you requested Leave Since: 112007 5 [Dipiay] /
to use. A " 4 - /

| Type of Leave  From To | Status | Used f
J Approved Leave | 11/52007 | 11/5/2007 | Sent 4 Hours: ,-"

Sick Leave A0MS2007 | 10M52007 | Sent & Hours. .,.-'lr

Approved Leave | 1072007 | 10/572007  Sent 2 Hours.

Approved Leave | 10/32007 | 10/22007 | Sent 8 Hours l,."'l

Time Worked 10MRZ00T | 107172007 | Sent
T T Roul ote[~]=]z] ]

.-':

To request or report leave, enter the required data and choose Review. /
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My“Leave Requests

To clarify:

. Your Quota Overview, accessible from
the My Working Time home page, tells
you your leave entitlement.

. Your Overview of Leave, accessible
from the Leave Request form, tells you
whether your request was approved or
rejected.

Note: If you click Show Time Accounts on
your Leave Request form, the same
eligibility information that is in your Quota
Overview will display.

Lesson 3
Quota Overview
| Gusots Gverview |
| Entitierrent Type: | ANl Types =l [tonezoor | [Display]
|| Vacaion Leave 95 Hours
| Sick Leave 96.0) Howrs |
Huliday Cuw g Tane 212007 I 12731/2007 0.00 Huuw = 0.0C Hours

Overview of Leave

’ Show Team Calendar ’ Show Cakendar ’ Show Time Accounts W Hide Overview of Leave
| Leave Since: [171/2007 E [Dispay]
| Approved Leave | 11/52007 114572007 | Sent 4 Hours
i Sick Leave 10M1S/2007 | 10MS2007 | Sent & Hours
! Approved Leave | 10/52007 | 10/52007 | Sent 2 Hours
i Approved Leave | 10/3/2007 | 10/3/2007 | Sent 8 Hours
5 i o e = M
[mEm o

http://www.
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Accessing Leave Forms

| iy Working Time

e
153 My Timo Shoots
| Basar Wackng Tins

i ¥iou Gan record your workng fime hene

Next, you'll learn about accessing !
Wi Bl fechided adeduile wanng med S¢ all vwardayi B
2302007

Ieave forms- Wenr recerted trres Rave been sogreved o e GWTOONOT

Emans vprhng Tew Daly
Here yiu £40 MeBsde youl wifiong U 10 yiof Manager
There are 1 necorded temes al you haee not el neeaned

My Loave Requests

The leave forms are located under the Lncilimil
State of North Carolina Leave Lo
Forms heading on the My Working e vt N
Time home page. AR LS S L

Yeumacy Shaved Leave Ps
You would click the link to the form B

. i Ty TG

that you need, and it would display. T dwece

Dmgiay your woneg bmes. stasnce tmes boouses, Bed e

Time Stateen for 8 Chobes Pevod
Dalay o woned mes SS9ence imes Sauses Sha teve
scceunts for a perod of yeer choice
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Lesson 3

You can then click the printer icon to print it or click the disk icon to save it to your computer.

e
b £ -
L& DEACON
StuEle® North Carolina
Office of the State Controller
Advanced Leave Application
Name
Employves ID

Leave requested for Advance Vacation Leave
Advance Swck Leave

REASON FOR REQUEST:

’ <<BACK ’ NEXT>>
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Knowledge Check

Which link of the four below would you click on the Leave Request form, to
see if your Leave Request was approved?

Leave Request

— [

Display and Edit Review and Send Completed

'b Show Team Calendar P Show Calendar P .Show Time Accounts P Show Overview of Leave

Show Team Calendar

Show Calendar

Show Time Accounts

Oodod

Show Overview of Leave

Submit Reset

<<BACK ’ NEXT>>
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Lesson 3

You have completed the My Leave Requests lesson.

You should now be able to:

Go to the My Leave Requests section of ESS
Display your quota overview

Generate leave requests

Find and print State of North Carolina Leave forms

Click Next to go to Lesson 4, Frequently Asked
Questions.

<<BACK NEXT>>
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Lesson 4. Frequently ’Asked Questions

Frequently Asked Questions

This lesson provides answers to common time
questions asked by State employees in both BEACON
training classrooms and transition centers.

Click on any topics of interest in the menu that follows.

’ <<BACK ’ NEXT>>
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[ lesson4 ]
Frequently Asked Questions
Click on a question button to see the full Question and Answer.
Scroll down, if necessary, to view all questions or to click Next after reviewing all relevant FAQ's.

General Questions Special Circumstances
O Leave Buckets and Vacation Q Working Extra Hours on Premium-Eligible Shift
O Time Worked vs. Additional Time Worked O On-Call Twice in One Night
O PTO Sick Leave Q "Critical Employee" Working During Emergency Closure
O Comp Time and Monthly Time Accrual O Using Remote Call Back Code
O Converting Extra Vacation Q Holidays on a 4 Day, 10 Hour per Day Schedule

(_‘ ) Adverse Weather Leave
(_‘ s ) Community Service Leave and Extra Hours Worked
{_\ ) Working on a Holiday and Holiday Leave

O Correcting Time After an Error

<<BACK NEXT>>
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FAQ

Frequently Asked Questions

Leave Buckets and Vacation

2 ) Does my sick leave, voluntary shared leave, and advanced sick leave revert to vacation when unused?

(_\ ) Each bucket, i.e., sick leave, voluntary shared leave, and advanced sick leave, is handled a little differently:

8 Unused sick leave never reverts to vacation leave. Unused sick leave can be held by employees until they separate
from State employment. After that, it remains available for five years if the employee returns to State service.

3 For Voluntary Shared Leave (VSL), up to 40 hours can remain in the sick leave bucket, while the rest of the VSL is
returned to the donors.

8 Advanced Sick Leave expires at the end of the calendar year.

’ <<BACK

-_RE‘-J'IEW___ Click the Back button to return to FAQ's.
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FAQ

Frequently Asked Questions

Time Worked vs. Additional Time Worked

g i ) What is the difference between time worked (9500) and additional time worked (9510)?

(_\ ) The Additional Time Worked (9510) code is to be used by Physicians and Physician Assistants only. It is used to designate
) additional pay for extra hours worked as defined in their positions.

<<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. << BAC_K___
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FAQ

Frequently Asked Questions

PTO sick leave

{, i ) I noticed that there is PTO sick leave and regular sick leave. Which should | use?

(_\ ) The PTO sick leave is only used by the NC Education Lottery Department.

’ <<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's.

© 2008 State of North Carolina All Rights Reserved



. o
2@ bracon

arolina

ice of th s aller

. Home | Menu | Exit Time Entry
FAQ

Frequently Asked Questions

Comp Time and Monthly Time Accrual
,"-_J Does comp time taken apply to my monthly time accrual?

For example, let's say I'm set to meet my 50% minimum for leave accrual on the 11th work day of the month.

If  work 10 days and use comp on the 11th day, does the comp day count towards accrual?

(_‘ ) Yes, it does.

Any entry of time for that 11th day in pay status will cause that day to count as a day towards the 50% minimum for leave
accrual.

’ <<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. << BAC_K___
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FAQ

Frequently Asked Questions

Converting Extra Vacation
,"-_J I have a lot of vacation leave built up.

Will BEACON automatically convert my vacation leave in excess of 240 hours into sick leave at the end of the year?

(_‘ ) Yes, BEACON will convert this time at the end of each year.

’ <<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. '<<BAC K___
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FAQ

Frequently Asked Questions

Adverse Weather Leave
,"-_J Do we still have a year to make up an adverse weather leave before it starts pulling from our leave quotas?

(_\ ) After the adverse weather event, any additional hours worked in excess of your work schedule will be applied to the leave
— hours, until the liability is satisfied.

If no additional hours are worked in the year following the event, you will be required to use leave (9000 code) or be docked
for the liability.

’ <<BACK
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FAQ

O

Frequently Asked Questions
Community Service Leave and Extra Hours Worked

I am scheduled to work 40 hours a week Monday through Friday, but worked 44 hours through Thursday already this week. If | take a Community Service
(CSL) Leave day on Friday, how will this affect my potential comp time earned and leave balances?

Any CSL leave taken will be offset by additional hours worked. This means that any extra hours worked in the same pay period as Approved leave, Sick
Leave, and Community Service Leave will be re-credited to these leave balances before being counted as comp time (or overtime for employees who are
paid overtime).

The following chart illustrates how this works behind the scenes in the system. You will record your Time Worked (9500) and Community Service leave
taken (9560) as follows and the system will total and count the hours and leave as shown in the last two lines. These final balances should display after
the system has reconciled the totals.

[Normal Work Week [Mm [ T [ w [ Th [F [ Total
[Expected Hours [ [ 8 | 8 [ 8 [8]

[Time Worked (9500) [[10 [10 [ 12 [ 12 [0 | 44
[Community Service Leave (9560) | | \ | [8 ] 8

| Total Hours =| 52

| Extra Hours Over 40 =| 12

| Offset Hours applied back to your Community Service Leave Quota=| 8

| Comp Time Earned =| 4

<<BACK

Click the Back button to return to FAQ's.
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FAQ [ lesson4

Frequently Asked Questions
Working on a Holiday and Holiday Leave

- I recently worked on a holiday and took another day off later in the week. | recorded my day off as 9300 Holiday Leave. Is this correct? | also heard that |
( - ) could take Holiday Leave before or after the actual holiday. Please explain the holiday rules and how that works.

missed, generally you would use 9000 Approved Leave for the day off. There is an exception explained below if your work schedule is outside the general

;_J Yes, you can take holiday leave 30 days before or 30 days after a holiday. If you work on a holiday and later take a day off to make up for a holiday you
- 8-hour per day, 5 day per week time frame.

This is how it works for Positive Time employees:

[E) Use 9300 Holiday Leave if you take the leave within 30 days before the actual holiday or on the holiday itself.
@) If you do not work on a holiday that falls outside of your normal workdays, use 9300 Holiday Leave if you later take off 8 hours within 30 days.

@ If you work on a holiday that falls within your normal work schedule, use 9000 Approved Leave if you later take off 8 hours within 30 days.

If you work on a holiday and do not take Holiday Leave within 30 days after the holiday, the leave expires. You may ask your agency Time Administrator to
create holiday comp time. If you do not use this comp time or it is not offset, it is paid out 365 days after the holiday.

Note to Negative Time Employees: You do not need to enter Holiday Leave if you take the regular holiday off. The system will assume that you are taking
the holiday and will enter the time for you. If you work on the holiday, enter 8 hours Time Worked for that day on your timesheet. Then use 9000 Approved
Leave if you take another 8 hours off within 30 days. The system will deduct the 8 hours from this holiday "credit" first rather than your accrued vacation

time.
’ <<BACK

Click the Back button to return to FAQ's.
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Frequently Asked Questions

Correcting Time After an Error

g - ) | entered my time this week and realized that | made an error. Can | change my time?

You can make changes to your time if it has not yet been approved by your supervisor. After that, your time can only be
= changed by an agency Time Administrator.

’ <<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. << BAC_K___
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FAQ

Frequently Asked Questions

Working Extra Hours on Premium-Eligible Shift

g - ) I work a night shift, for which | am premium-eligible. This week, | worked an extra hour on my shift. How do | record this?

C‘) In this case, your extra hour would be premium eligible, as well.
Enter the extra hour on a separate row using the correct A/A code. This marks the extra hour as premium eligible.

Remember that your position must be designated by your agency HR staff as Premium Shift Pay eligible before you can
enter Premium Shift Pay hours.

<<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. << BAC_K___
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FAQ
Frequently Asked Questions

On-Call Twice in One Night

.-’"_) When on-call, | am frequently called back more than once in the same night. Should | enter separate entries for each time |
E am called back?

C‘) Yes.

You should make a separate time entry for each time you are called back.

Remember that your position must be designated by your agency HR staff as On-Call eligible before you can enter On-Call
hours.

’ <<BACK
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Frequently Asked Questions

arolina

"Critical Employee" Working During Emergency Closure

g i ) I am a designated “Critical Employee" who worked last week during an emergency closure. How should | code this time?

C‘) Use Attendance Type 9514, Work during Emerg Closing, to record the time worked.
" You can find more information about this situation in the “Adverse Weather and Emergency Closing” policy.

Remember that your position must be designated by your agency HR staff as Critical Employee eligible before you can enter
Work during Emerg Closing hours.

<<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. << BAC_K___
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FAQ
Frequently Asked Questions

Using Remote Call Back Code
.-’"_) When should | use the Remote Call Back (9511) code?

C‘) Use the Remote Call Back code when you are able to complete your called task without returning to the office or facility.

Remote Call Back hours recorded counts in your overtime calculation but does not count towards the minimum time required
each month to receive the overtime.

Remember that your position must be designated by your agency HR staff as Remote Call Back eligible before you can
enter Remote Call Back hours.

<<BACK
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Frequently Asked Questions

Holidays on a 4 Day, 10 Hour per Day Schedule

& I work a 4 x 10 schedule every week. | recently took a day off on a holiday that fell on one of my regular work days. How do |
\g) code this?

C‘J Each state-recognized holiday is designated for 8 hours. If you normally work 10 hours on a day that falls on a holiday, you
N would code 8 hours as holiday using code 9300 for Holiday Leave. The additional 2 hours are your responsibility to make up.

For example, you could work an additional 2 hours on another day in the week or you could show 2 hours of Approved
Leave on that Holiday using code 9000.

’ <<BACK

-RE‘-J'IEW___ Click the Back button to return to FAQ's. << BAC_K___
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Lesson 4

You have completed the Frequently Asked
Questions lesson.

This lesson provided answers to common time
guestions asked by State employees in both
BEACON training classrooms and transition centers.

Please click Next to go on to Lesson 5, Finding
Help.

’ <<BACK ’ NEXT>>
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When you complete the brief Finding Help lesson, you
should be able to:

. Find the resources to help you when you have
questions about ESS.

’ <<BACK ’ NEXT>>
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For Time Entry questions, feel
free to ask your Time
Administrator for assistance.
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Finding Help
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There is a Time Entry Quick Reference Guide that you
can print.

It includes:

. Attendance/Absence Types
. Minutes/Decimals Conversion for Time Entry

=

Lewve Wiraechiy = Approved Leave

S Ll R L T T i

Click for larger image to view or print.
Then close form window to return to course.
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There are a variety of resources to help you to use the Employee Self Service (ESS) features of the BEACON portal.

Pheki o 4 e (901

(Offce of Shate
RujckLinks Welcome to the BEACON Portal PERSONNEL
I~ 4 The BEACON portal provides you with the tools you need 1o betior access -
| My Time and manage your slate benefits and personal information. Please take time
|. to tamidiarize yoursell with the sile. For youl cofveniance, we have addod e G ER RIS ME GE SR
I quick nks o Employee Sell Service features such as time entry, benefits,
g My Benefis personal data, pay and employee search We've also included otber relevant

N B
State Health Plag

arsce Etasehe sithpian s ne un

external inks._ I you have amy problems while using the sile, please call 15 2
1-366-NCBESTAU (1-B66-622-37T84) or (T07-0707 o kocal o Radesgh). mB T

News of Interest - —r N

® Nevw to ESS? If 50, ploass take the training course a1 waw beacon e gov. f( g [\kﬁu\._."{ —
: .

= Group 1 agencies go live on January 1, 2008

e RO T S LI T

« W.2 statements will be available through ESS beginning January 2009
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If you need help using Employee Self Service (ESS) in BEACON, feel free to use these resources:

For general ESS questions and questions about benefits and pay, contact your local agency HR benefits representative.
For questions about the how to use ESS, contact BEST * Shared Services:

t\.'ﬂ‘“

3 Phone, Raleigh Area: 919-707-0707
@ Phone, Statewide: 866-NCBEST4U (866-622-3784)
& E-mail: best@ncosc.net

Also:

B BEACON University http://www.beacon.nc.gov (Click “Training.”) Job Aids: http://help.mybeacon.nc.gov/beaconhelp

8 Employee Self Service (ESS) Guide includes Time Entry section. This is a PDF document that allows you to print sections as
well as the complete guide: http://www.beacon.nc.gov/training/library/ES200JobAid.pdf

B Leave Administration Quick Reference Guide:
http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Leave Admin_Guide%
20QRC_082108.pdf

Tip: Print this page so that you have the information easily available should you ever need it.

*BEST stands for BEACON Enterprise Support Team
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Lesson ' Summar

You have completed the Finding Help lesson.

You should now be able to:

Find the resources to help you when you have
questions about time entry and ESS.

Please click Next.

<<BACK ’ NEXT>>

http://www.beacon.nc.gov/training/wbt/course/es210/lessons/fh/fh006.html



——
bracon
MNorth Carolina

Oifice of the S1a1e Controller

. Home | Menu | Exit Time Entry
Additional'Cessons

There are two remaining lessons, but they do not apply to all employees.

The additional lessons below are for employees who use charge objects when reporting their time or for those who are eligible to
report premium pay hours. If the lesson applies to your job, click the lesson title to begin the lesson.

Lesson 6: Assigning Charge Object numbers to Hours

This course is for those employees who are paid through special funds, grants, or programs and use Charge Object numbers in their
timekeeping. If you are not sure if you are one of those employees, talk to your time administrator or simply go through the brief
lesson.

Lesson 7: Reporting Premium Pay Hours

This course is for those employees who are eligible for premium pay such as employees who work night shifts or holidays. If you are
not sure if you are one of those employees, talk to your time administrator, check your Time Statement in ESS, or simply go through
the brief lesson.

If you do not assign charge objects or report premium pay, click the Complete the Course button below.

Complete the Course
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Lesson 6: Assign Charge Object Numbersto Hours

When you complete the Assign Charge Object
Numbers to Hours lesson, you should be able to:

. Apply charge object numbers to time that you
entered in your time sheet.
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Assign Charge Object Numbersto Hours

To go to the Record Working Time screen, you would log in to ESS, click the My Working Time tab and then the My Working Time

link.

B North Carolina

Office of the State Controller

vernew

ImeMew

Erployes Self-Senvice applicabons provide Nerth Carglina State employees with casy access to nformation and services, This page gives an overview of
e enbre ofherng

Uy Emploves Ssarch
Search for NC State erpioyess; find base informaton
about coleagues and ther poston in the State.

Quick Links
¥ihg's ¥ihg

Uty Bonafis

Display the plans in which you ane currently enroled; enrod
i new bené ft plans duing the Stale's anaual ennoliment
persds, pcoess State Mealh Pia forms

Ly Pereanol Dala
Wanage your sddresses, direct depast. and informaton
aboud farndy members and dependents

['u,- Vigrimg Timg

——a——r TS, Pl yOUT ledve, 80d daplay
yout ms cats
Quick Links
Becoed Weding Time

I Py
Display your pay statement of your fofal compansation
satement
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[ Lesson6 ]
The Record Working Time page would display.

i 1R ST T 118 IR0

e
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Assign Charge Object Numbers to Hours [ Lesson6 |
At this screen, you would click Show Worklist.
Becord Working Tme
—m .
[ Brvew w? Saen —
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The Worklist would display.

If no Worklist displays for you, or if there is no data in the Worklist for you, then you do not use charge object numbers.

Recond forking Time

E e o

Lo s asd Save

T » (1eaeaer G [Da]

At
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If you do use charge object numbers:

In the Worklist, you would find the Charge Object number that you want to charge your
hours to and click inside its row to highlight it. The row will turn color as shown below.

Then click the Copy Rows button.

| TCopy Rows

Note: Talk to your time administrator if there are multiple numbers, and you are not sure which number to use.
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Then you would highlight the first empty row in your time sheet.

Pshow Calendar " _Hide Wyorkist

I

Copy Rows

Wesk rm [{i0iis2007 5 to (10202007 EH0]
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When you click Copy Rows, the charge object numbers would automatically display in your time sheet.

P Show Calendar Y Hide Yoridst

| 1 u] F3500001 95800001 S5T00001 SHE00001 o ]
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Assign Charge Object Numbers to Hours

Next, you would enter your hours on the same line as the charge object numbers
and click the Refresh button at the bottom of the time sheet page.

CSubslemetAvbr  Toial | SU0M4 MO, M5 TU10/E WE 10T TH 10ME FR 1013 (SA 1070
| Plan 40 B 8 B 8 8

Act
- _ S [ — i i S

« M

-.-jr_-p
v.a

i
[ Detete Row | | Save as Template] | Refresh ||
1 4

I
[ Previous Step | [Review B Cancel
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Tip: If you know you will be using the same charge object numbers for a while, you canclick Save as Template, and next time,
the numbers will already be displayed when you view your time sheet, and you thenneed to only to add your hours.

Weakly View [T

week from [{][1onamoor 0 to [1ozomoor g ]

Plan 40 8 - & ] &
| Act 0 | 8| | 3| 8| 8
Time Werked (.. = (3 | B | & | 8 | s | 5 |
: - o | 99900001 | sss00001 | ss7ao001 | 99600001 | I [ [ [
- 0O
- O
(i -2
m - o
* O
= e
[nsmnwé | Save as | Refresn ]|

[¥ Previous Sten | [ Review [k Cancal
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Assign Charge Object Numbers to Hours

When you have applied the appropriate charge object number and entered your hours, you would click the Review button.

Tiene Viorued |

j L
I [Dsiete Row] [ Save ss Temoute | [Ratresn]

QOQDOaD

preveeny  sgesncat | saTonoan sasn0na1 | ‘ | 8 & & s s
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Record Working Time

The Review and Save button displays. Edt  Reviewand Save  Complied

Check your entries before saving.

You would review your hours and click

Save. :
‘Date  Aft/abs.type  Premumno. Cellcontent Additional info
102212007 | Time Worked | ' s |
10/23/2007 Time Worked 8
1072472007 Time Worked -]
' 10/252007 Time Worked 8
1012612007 Time Worked 5

[ Prevous Ses] [Save]]  [55)
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Assign Charge Object NUmbers to Hours -m_

Record Working Time |

The Completed page would display. SEA [2] [3]—=
=w and Save Completed

You have completed the task of assigning charge object numbers to your

hours.

After entering your hours, release your hours using the Release Working What do you want to do next?

Becord Additional Werking Times

Go to My Waorking Time homepage

Go to Emploves Self-Services homepage
Release Waorking Times

Times process described in Lesson 1.
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True or False:

You should manually type charge object numbers in your time sheet.

|:| True
[] False

Submit Reset
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Lesson 6

Congratulations!
You have completed the Assigning Charge Numbers

to Hours lesson.

You should now be able to:

. Assign charge object numbers to time that you
enter in your time sheet

Please click Next to continue.
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You now have a choice.

There is one remaining lesson, but it does not apply to all employees.
Read the description below, and if the lesson applies to you, click the lesson title to read the lesson.

Lesson 7: Reporting Premium Pay Hours

This course is for those employees who are eligible for premium pay such as employees who work night shifts or
holidays. If you are not sure if you are one of those employees, talk to your time administrator, check your Time
Statement in ESS, or simply go through the brief lesson.

If you do not report premium pay hours, click the Complete the Course button below.

Complete the Course
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Lesson 7: Reporting Premium Pay Hours

When you complete the Reporting Premium Pay
Hours lesson, you should be able to:

. Assign premium pay numbers to hours in your
time sheet.
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Premium Pay

Premium pay is pay authorized by the State for eligible
employees.

Premium pay is predetermined and is based on a
variety of factors, including an employee’s assigned
work schedule.

Most employees already know if they are eligible for
premium pay.

If you are not sure, you can ask your time
administrator.
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Areyou eligible for Premium Pay? [ Lesson7 |

You can find out yourself if you are eligible for premium pay by reviewing your Time
Statement: In ESS, go to My Work Time and then click My Time Statement.

At the end of your Time statement, under the heading Position Data, you can see if your
normal work schedule makes you eligible for premium pay.

Absence Entitlements

Dazcripti on Beg. Balance |Accrued Uz ad Faid Expired 0¥ zel [End Bal anca
[Vacation Leaws 000 TE 000 0.00 0.00 000 .00
Sek Laave 0.00 2.00 000 0.00 0.00 0.00 0.00
Holiday laavae .00 2.00 o0 0,00 oo 0.00 0.0

Leave Liabllities

[peseripnion |B=p. Lisbany [nereasea [recavered [enaing Lissinity ]
Position Data |~ ]
Cescription i gibility Payout Pariod Rt
Owartima Compansation ¥ (1]
Holidey Payout Period Ins 50 %
Wight Shitt Pramium ¥ 0%
Ewaning Shift Premism Y 10 %
[Waskand Shift Pramum i L
On-Call H
Call Baok H

H

Extendsd Duty Eligibisty
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Reporting Premium Pay Hours Lesson 7

If you are eligible for premium pay, you
normally do not need to use the
premium numbers. Premium pay is
automatically calculated for you.

However, if you are eligible for
premium pay, and you work time
other than your regularly scheduled
hours, you do need to assign
premium numbers to those hours
worked.
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Premium codes may be used when you have worked something
other than your normal work schedule and have not been properly
substituted to a premium-eligible shift.

There are 3 codes: 1 = Night, 2 = Evening and 6 = Stop Premium.

If you are eligible for shift premiums and you designate code 01 or
02, you'll receive premium pay at the designated rate. See your Time
Statement for rate information.

For example:

If you are normally assigned to a night shift and one day you were in
for a daytime training class, you would enter 6 to suppress the shift
premium for that day.
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To assign premium numbers, you would go to your time

h ) 1E 3 f/ My Warking Tims
S eEt- | i.- Record your working times, plan your keave, and display your time
‘ data.

In ESS, on the Overview page, see My Working Time
and Quick Links.

Mk | inks
| ‘BECord Working Time]

Then, click Record Working Time.
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[ Lesson7 ]
The Record Working Time page (your time sheet) would display.

i _m- ---_m“_“ Time

Howwmber 3087 #

WY T 1188 1R 1088 5A 10
1] [] 1 ]

L]
aaoooal §)
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In the Premium no. column of your time sheet, notice the document icons. I

D=

Weekly View [E1T

| week from [4][10772007

o [1on3z007 (G5 0]

_;‘; o
| _ 3 _
a | gl 7
(] _ (]
=) 1| g
a | &l (m)
m} . o
] .

| Delete Row | [ Save as Template | [ Refresh |

[{ Previous Steo |
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When you click one of those document icons, an Advanced Search window would display.

I Record Waorking Time

Edit Review and Save

 fiigs Calendar P Show Wioeidst

4 Al 2007 Septembor 2007 Oclober 2007
5 Mo [T W TH [F S 5 Wl T e TR P Sa 5 WA T e TR e
3 2 1

| [1]3(3/« | 1j3(3[4(8]h
s 7 (BERLIED | IS ODEE W = a MR lan aslam an
kS 87 = | dvnced Search
1 L _— —
= =:35 ey { ] Promun ] Py ]
| 820 | Amoum | | Cumengy. | !
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Reporting Premium Pay Hours [ Lesson7 |
Advanced Search
Premiumng,;: | | Premum D: | | Premium text:
Amount | | currency: | | i
If you were to click the Go button on the Advanced I ’3 5 e — T I
Search screen that displays, a list of the available T ' m— AL e
premium numbers would display, similar to the ones
shown below.
Advanced Search
Premium no Premium ID = Premium text:
Amount I— Currency: ] Numertunt
01 000D | Hignt Premium 0:00 | USD
02 0000 | Evening Premium 0.00 | USD
S 0000 Stop Premium 0.00 | USD
bl |

http://www.beacon.nc.gov/training/wbt/course/es210/lessons/rpph/rpph010.html
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Reporting Premium Pay Hours

week from [41[10/142007 [ to |

In ESS, when you click inside the row of the _
appropriate premium number as shown ._H
above, it automatically displays in your time

Time Worked (.. ¥ 02
Additional Time... ¥ 02

sheet, as illustrated to the right.
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True or False:

It is necessary for all employees to enter a premium number for all
night, evening, and weekend shifts.

|:| True
[] False

Submit Reset
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Reporting Premium Pay Hours Lesson 7

Congratulations!

You have completed the Reporting Premium Pay Hours lesson.

You should be able to assign premium pay numbers to hours in your
time sheet.

If Lesson 6, described below, applies to you, and you have not yet
completed it, click the lesson title (below) to continue.

This course is for those employees who use charge object numbers
in their timekeeping. If you are not sure if you are one of those
employees, talk to your time administrator or simply go through the
brief lesson.

If the subject of these lesson does not apply to you, then click Next.
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~Course Summar ’

You have completed the Time Entry course.
You should have learned how to:

. Log on and navigate to ESS, part of the BEACON portal
Record and review time

. View time statements

. Display your quota overview

. Generate leave requests

. Find resources to help you work with ESS

If applicable to your job, you should have also learned how to:

. Assign charge object numbers to your hours
Report premium pay hours
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Use the following simulations to practice using ESS to monitor your Leave
Quotas and record your Working Time. Click the link below to access and
launch the simulations in a new window. When you have finished the
simulations, close the browser window to return to this screen.

Go to the ESS and MSS folder in BEACON Help at
http://help.mybeacon.nc.gov/beaconhelp/TOC4.html

Then click on the following as illustrated on the screen on the right:

ESS - Time - Quota Overview
ESS - Time - Record Working Time

Select Demonstration to watch a series of entries or select Interactive to
practice entering information

Note: The Resite Simulation Player is required to view the supplemental
simulations. If you cannot view the simulations, you can download the player
directly by clicking the link below. You may need assistance from your IT
support group to install the file.

Resite Simulation Player

. Home | Menu | Exit Time Entry

Home
Search

_ Group by:
Funchional Area

w

ES5 and M55 : By Functional Area

ESS Demonstration

I ELogglng On to the BEACON Employee Portal

|_Jes5 . My Benefits
!.—:ESS - My Pay
iTtSS - My Personal Data
Jrss. My Time and Leave
ECnmplenE Advance Leave Form
E{Jisplw Available Leave
E{Jisplary Time Statement For A Chosen Period
ispjay, Time Statement
Bess - Time - Quota Overview
®Ess - Time - Record Working Time
®ecord Warking Time
Eﬂslsase Working Time
ESuhm it Leave Request
E\foiuntarjr Shared Leave Application Form
Ek‘olunmry Shared Leave Donor Form
I:‘-]J.Ml'-'s Accessible Instructions
L mss
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Congratulations!
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